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FOR: DD/MES Records Management Officer 
FROM : Office of Logistics Records Management Officer 

SUBJECT : Status of Records Control Schedules 


STATINTL 


1. Reference is made to a listing dated 23 Feb 74 subject as above. 
Some adjustments should be made in your records to reflect the current 
status of the GL Records Control Schedules. 

2. Schedule 34-60- M, Transportation Div,» G7C, Admin. Staff and / 
PECS should be removed from your books. This Division was abolished - 
ail records listed for the Admio. Staff were temporary in nature and 

no longer maintained nor are any deposited in the Records Center. J ^ 
For Records of the P&C Staff, Item 9a can be found in Schedule 3400.02- ' 
Item 3. Item 11 of the PEC Staff schedule is now found in Schedule — ^ 
3410.03 Item 9a, All other items were peculiar to the administration - . , 
^of that Division which is no longer in existance. 



4. The Emergency Planning Office (Schedule 30.01-70) functions 
transferred to the Office of logistics are now contained in Schedule 3404. 

Below is the cross reference information for the 2 schedules; 

Old Schedule 30.01-70 New Schedule 3404' 

Items Items 

1 1 
2 - No longer in exi stance 

3,4, 5,6, & 8 o a E b 

7 * (Chronos- formerly PERMANENT 3*Now re-evaluatec 

, 9 , li as TEMPORARY 

aince this is no longer a separate office function, as in the past, the per 
majority of the papers fall into item 6 of the new schedule, signature 

of CIA/ 

5. If you have any questions on these adjustments, please call* RMO 

bel< 


cc: 

*ADoroved 




.cl 


STATINTL 

RAB Attn Pat 

Re— eva lua t i on and. transfer of mmovo-c 
Chronos from RC Schedule 30 , 01-70' 0 “' 
Reschedule 3404-73 TEMPORARY Item's 

of EPO prior to this memo will be nn 





RECORDS CONTROL SCHEDULE 


CONCURRENCE 


) 


OFF ICE . 

DIVISION, BRANCH 


S 1 GN ATURE 


Office of Logistics, Supply Division 


TITLE 

DATE 

25 May 1973 

ITEM 

NO. 

FILES IDENTIFICATION 

(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) 

VOLUME 
(CUBIC FT. ) 

DISPOSITION INSTRUCTIONS 


Office of the Chief 
Supply Management Branch 













RECORDS CONTROL SCHEDULE 


OFFICE. DIVISION, BRANCH 

Office of Logistics, Supply Division, Office of the Chief 


FILES IDENTIFICATION 

(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) 


Correspondence Subject Files 

Files document the activities of the Division, 
consisting of memoranda, letters, reports, studies 
charts and various forms used in administering the 
personnel and operations of the Division. Filed 
according to Agency subject filing system. 


Cable Files 

a. Foreign Field Cables 

Copies of incoming and outgoing foreign 
field cables relating to logistical supply 
matters. Filed numerically and chronologically. 

b . Domestic Cables 

Copies of all incoming and outgoing domestic 
cables between the supply depots and Logistics 
Headquarters. Filed numerically and chrono- 
logically. 


25X1 A 


VOLUME 
( CUBIC FT.) 


DISPOSITION INSTRUCTIONS 


Temporary. Cut off files at the end of each 
calendar year. Retain in current file area 
two years, then retire to Records Center. 
Destroy three years after retirement. Office 
records of permanent value and not authorized 
for destruction (i.e. staff studies, project 
files, etc.) are to be transferred to the 
Office Subject Correspondence Files, Executive 
Office/Records & Services Branch, Schedule 
No. 3400.02, item 1 (Director of Logistics 
official files) for permanent storage and 
preservation. (GRS 3, item 3, and GRS 4, 
item 4) 


Temporary. Maintain a six months level; can 
be destroyed after six months. Official 
record copies maintained under Schedule 3400.02 
item 8a. 


Temporary. Maintain a six months level; can 
be destroyed after six months. Official 
record copies maintained under Schedule 
3400.02, item 8b „ 
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Emergency-Locator records containing the 
home address, emergency addressee and phone 
number for each employee of the Division. 

c . Career Management Files 

Working papers and files concerning promotion 
nominees, field assignments, and Panel information 
and actions on supply type personnel worldwide. 


Document Control Files 

a. Correspondence Control Tickets 

Form No. 238, Document Control Ticket, used as 
a log to record the receipt, routing, control and 
dispatch of incoming and outgoing correspondence, 
dispatches and ACTION cables. Filed numerically 
and chronologically. 

b. Top Secret Control Tickets 

Form No. 1225, Top Secret Control Record, 
indicating receipt, location, and movement of 
Top Secret documents within the Division or to 
other OL components. Filed by TS number. 

c . Cable Log 

Form No. 763, Cable Log, recording incoming 
and outgoing cables received in the Division and 
indicating internal routing. Filed numerically, an 
chronologically. - 


1 39a Approved For 


Temporary. Destroy upon separation from the 
Agency. Upon intra- or inter-office transfer, 
forward to gaining office. 


Temporary. When reassigned, forward to gaining 
office; upon resignation, return to Office of 
Personnel . 


Temporary. Screen and destroy as material is 
no longer needed or superseded. Official 
record copies contained in Schedule No. 3400.0^ 
item 1. 


Temporary. Cut off at end of each calendar 
year; retain in current file area 1 year, then 
destroy. (GRS 12, item 6a) 


Temporary. Destroy two years after document 
has been downgraded, transferred to the 
Records Center, destroyed, or sent outside 
Control Point. (Per memo dated 12 Aug 64) 


Temporary. Cut off at the end of the calendar 
year, retain six months, then destroy. 


0731 7A0001 001 8001 4-0 

ONTINUATI ON SHEET 




ITEM NO. 


mum 

disposition instructions 

5. 

Reference Material 

Manuals, publications, supply manuals, stock 
procedures, technical publications, data processing 
materials; Agency, Office, and Division notices, 
instructions, regulations and handbooks used for 
reference and research,, 

r 

Temporary. Destroy when superseded or no 
longer needed. 


FORM NO. 

1 JAN 56 
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RECORDS CONTROL SCHEDULE 


r r- - - 

t l; , 


OFFICE. DIVISION. BRANCH 

Office of Logistics, Supply Division, Supply Management Branch 


3410.01 



item 

NO. 


FILES IDENTIFICATION 

(TITLE. DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) 


VOLUME 
if CUBIC FT.) 


DISPOSITION INSTRUCTIONS 


1 . 


2 . 


3. 


4. 


Correspondence Subject Files 

Files document the activities of the Branch, 
consisting of memoranda, letters, reports, etc. 
used in administering the personnel and operations 
of the Branch. Filed according to Agency subject 
filing system. 

Project Files 

Case files consisting of documentation on 
materials (equipment, parts, and/or supplies) 
furnished to Agency special projects and/or 
Agency- sponsored projects. File maintained by 
the Supply Project Officer and filed under project 
name. 

Surveillance Files 


Copies of memoranda, reports, charts, shipping 
documents, and related papers regarding surveillance 
inspection and reports on ordnance material 
(firearms, ammunition and explosives) in various 
depots and arsenals. Filed by Depot or location 
and chronologically thereunder. 

Interdepartmental Contract Files 


Case files documenting contractual processing 
through other government agencies and/or 
universities for research and development, and/or 
services. Files contain all related papers 
exclusive of technical or scientific data which is 
contained project case files. Filed by contract 
number. 


FORM NO. [OQ USE PREV 
1 JAN 56 1 EDITIONS. 
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Temporary. Cut off files at the end of each 
calendar year. Retain in current file area 
one year, then destroy. NR 


Temporary. Close file upon deactivation or 
completion of the project; then forward to 
the Records & Services Branch/EO/DL for 
screening for possible permanent retention, 
(Schedule 3400. 02, item 1). 


Temporary. Cut off at the end of each 
calendar year, retain for a minimum of two 
years, then destroy. . 


Temporary. Retire to Records Center after 
completion and final payment. Destroy six 
years after retirement. (GRS 3, item 4a) 


e.^...impdet'cl by££Z&L%. 







ITEM NO. 


h 9HHJW77T2 : UIA-KU H79~0i7cftHA0p0100180014-0 DISPOSITION INSTRUCTIONS 


Voucher Reference Files 

A register form used to identify and cross 
reference for use by the Supply Depots all 
vouchers issued each day under FEDSTRIP and/or 
MILSTRIP. Filed chronologically. 

Supply Action Requests 

Copies of Form No. 98 requesting that an item 
bjL stocked for the various technical elements of 
the Agency. These requests form the basis for 
assignment of stock number, etc. Filed by office 
and numerically thereunder. 

SAC Letters 

Stock Accounting Change Letters detailing 
monthly changes to the master nomencalture file. 
Filed chronologically. 

Stock Number History Cards 

Prepunched cards used for assigning stock numbers 
and identifying items entering into the supply 
system. New or permanent numbers and/or changes 
made are posted to these cards as cross reference] 
in identifying old stock numbers. Catalog and 
management data is posted and the cards are 
retained as a history reference for that stock 
n um ber. Filed alpha-numeric in FUN sequence. 

Master Nomenclature Cards 

This card contains abbreviated description of 
catalogued and non-catalogued items and/or Agency 
or FUN numbers and serve as cross reference to 
basic nomencalture of items in tie supply system 
'Filed alpha-numeric. 


Temporary. Cut off at the end of each 
calendar year; retain in current file area 
a minimum of two years; then destroy. NR 


Temporary. Maintain a 6 month level, destroy 
balance. NR 


Temporary. Destroy when next letter is 
received. Retain one copy of old letter 
for reference. NR 


Temporary. Destroy when superseded or no 
longer needed for reference purposes. NR 


Temporary. Destroy only if superseded by 
complete new deck of cards. 
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10 . 


Master Nomenclature Listing 

EDP listing of all items in the supply system 
alphabetically and by FUN numbers. The FUN 
listing contains catalog and management data and 
is updated monthly. The alphabetic listing 
includes the same basic data and is supplemented 
monthly and updated semiannually. 


Temporary. Destroy superseded listing upon 
receipt of new one. NR 


11 . Part Number Cards 

Cards are utilized to cross reference part 
numbers to stock numbers of items in the supply 
system. Filed numercially. 


12 . 


Master Item Identification Cards 


Cards detail complete characteristic data and 
description and FUN numbers for every available 
item. Cards furnish cross reference info from 
characteristic data to stock number and source 
data used in preparing catalog publications. 
Filed alphabetically. 


13 . Catalog Supplemental File (DLSC) 

EDP Listing of catalog cross reference data 
from stock number to Federal User Data, and from 
part numbers to applicable stock numbers. Filed 
alpha-numeric. 

14. Magnetic Tape Catalog Data 

Tape magazines used to prepare the hard copy 
typewriter printouts necessary for publication, 
for those publications not produced by the EPIC 
system. Filed numerically. 


15. 


Film of Publications 


Temporary. Used for reference purposes only; 
destroy when superseded or no longer needed. 


NR 


Temporary. Maintained on a current basis and 
could only be destroyed when an automated or 
microform system replaces this procedure. 


NR 


Temporary. Destroy superseded listing upon 
receipt of new one. NR 


Temporary. Tapes to be returned for erasure 
upon receipt of new updated tapes. NR 


Film positives of catalog pages prepared under 
the EPIC system. Filed by publication number 


Temporary . 
NR 


139a 


USE PREVI, 
EDITIONS. 
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Destroy upon receipt of catalog. 
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DISPOSITION INSTRUCTIONS 


Stock Record Cards and Tapes 


Cards are used to maintain a continuing record 
of stock replenishments; tapes are used in the 
preparation of necessary documentation for such 
replenishments. Filed numerically by stock 
number. 


Temporary. Cards are destroyed when filled in 
completely and a new card started; tapes are 
destroyed when it becomes necessary to revise. 
NR 


Document Control Files 


a. Correspondence Control Tickets 


Form No. 238, Document Control Ticket, used as 
a log to record the receipt, routing, control and 
dispatch of incoming and outgoing correspondence, 
dispatches and ACTION cables. Filed numerically 
and chronologically. 


Temporary. Cut off at end of each calendar 
year; retain in current file area 1 year, 
then destroy. (GRS 12, item 6a) 


Catalog: Action RequestLoj 


Records Requests for Catalog Action (SAR's), 
dated received, control number, and related data 
to document completion action by CIU and/or GSA 
for Federal Catalog Action. 


Temporary. Destroy when superseded or no 
longer needed for administrative reference, 
NR 


Reference Materiel Control Cards 


Records materials released from the Logistics 
Reference Room to personnel from other components 
of the Agency. 


Temporary. Destroy upon return of material 
to the Reference Room. NR 


Vendor Card File 


Records request for reference material from 
vendor, description of material requested, date 
requested and date received, and the intended 
recipient. Filed alphabetically by vendor. 


Temporary. Destroy when no longer needed for 
administrative reference. 


Cross Reference Card 


Commodity card cross referenced to d. above 
for locating reference material. Filed alphabetically 
by commodity. 


Temporary, Destroy when no longer needed for 
administrative reference. 
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DISPOSITION INSTRUCTIONS 


Reference Material 

a. Supply Division notices and instructions, 
Office and Agency regulations, notices, procedures 
and like material used as continuing reference. 

b. Government and commercial catalogs and 
brochures, Federal Identification and Management 
Lists, Cataloging Handbooks and manuals, and 
Federal Item Identification Guides. 
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OFFICE. DIVISION. BRANCH 

Office of Logistics, Supply Division, Central Control and 
Distribution Branch 


FILES IDENTIFICATION VOLUME 

(TITLE, DESCRIPTION , ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) 


Correspondence Subject Files 

Files document the activities of the Branch, 
consisting of memoranda, letters, reports, etc. 
used in administering the personnel and operations 
of the Branch. Filed according to Agency subject 
filing system. 

Correspondence Control Tickets 

Form No. 238, Document Control Ticket, used as a 
log to record the receipt, routing, control and 
dispatch of incoming and outgoing correspondence, 
dispatches and ACTION cables. Filed numerically 
and chronologically. 

Cable Files 

Copies of incoming and outgoing foreign field 
and domestic cables related to central control and 
distribution matters. Filed numerically and 
chronologically. 

Transmittal Manifests 

Form No. 1236 used to record documents and/or 
small packages sent to and received from the field. 
Filed by Geographical Area and chronologically. 


25X1 A 


DISPOSITION INSTRUCTIONS 


Temporary. Cut off files at the end of each 
calendar year. Retain in current file area 
one year, then destroy. NR 


Temporary. Cut off at end of each calendar 
year; retain in current file area 1 year, 
then destroy. (GRS 12, item 6a) 


Temporary. Maintain a six months level; can 
be destroyed after six months. NR 


Temporary. Maintain a six months level; can 
be destroyed after six months. NR 


If P. IMPDET GL 
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Litem no. 


5. 


25X1A 


LOGS 


a. Voucher Register, Master Log 

A sequential log of voucher numbers assigned 
for controlling requisitions by providing a 
common cross reference number for processing 
of procurement, stock, receiving and shipping 
action. Filed chronologically. 

b. Requisition Cross-Reference Log 

A log utilizing the requisition number, i.e. 
assigned by the station and/or office, to cross 
reference the appropriate voucher number for 
control and reference purposes. Filed by 
individual elements (i.e. station, area, or 
component) . 

c „ Requisition Log 

A log used to record the requesting document, 
i.e. cable, transmittal manifest number and the 
requisition number, submitted directly under the 
■■■indicator from the field. Maintained by 
voucher number. 

VOUCHER FILES 

a. Consolidated Voucher Files -- (NON -RECORD) 

Working case files documenting procurement 
and/or supply action. Files include initiating 
requisition and related documents. Filed by 
voucher number. 

(1) Transactions of $2500 or more. 

(2) Transactions of less than $2500. 

(3) Files for Federal Groups 10 thru 13, 

Ordnance . 


Temporary. Retain in current file area two 
years after the end of the fiscal year, 
retire to Records Center, destroy five years 
after retirement. NR 


Temporary. Retain in current file area two 
years after the end of the fiscal year, 
retire to Records Center, destroy four years 
after retirement. NR 


Temporary. Retain in current file area two 
years after the end of the fiscal year, then 
destroy. .NR 


Temporary. Retain in current file area until 
completion of all action; upon closing out of 
the file, screen and forward to be included 
in the Official Record File (Schedule No. 
3411.03, item 5) any documentation not 
normally included in Depot Stock Control Files 
Balance of file to be destroyed six months 
after completion. 


USE P RE V 
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EMM assn 


10. 

Reimbursible Sales Files 




Reference case files documenting reimbursible 
sales to other government agencies and accommoda- 
tion procurements for other governments. Filed 
by voucher number. 


' T 

Temporary. Non record as official file is 
maintained under Schedule 3411.03, item 5. 
Retain three years in current file area, then 
destroy. 

11. 

Reference Material 




Government, Agency, Office, and Division 
regulations, notices, and handbooks; catalogs, 
manuals, pamphlets, etc. used for reference and 
research. 


Temporary. Destroy when superseded or no 
longer needed. NR 


k. - 

-Mf 
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RECORDS CONTROL SCHEDULE 


OFFICE. DIVISION. BRANCH 

Office of Logistics, Supply Division, Field Support Branch 


ITEM 

NO. ( 


FILES IDENTIFICATION 

TITLE, DESCRIPTION , ARRANGEMENT, AND INCLUSIVE DATES) 


VOLUME 
(CUBIC FT.) 


1 . Correspondence Subject Files 


¥ 


Files document the activities of the Branch, and 
consist of memoranda, letters, reports, etc. used 
in administering the personnel and operations of 
the Branch. Filed according to Agency subject 
filing system. 


2 . 


Budget Data Files 


Files include copies of Division budgetary 
submissions along with work papers and rough 
data accumulated in preparation of annual budget 
estimates. This data is valuable in tracing 
development of programs and operational trends 
world-wide supported by the Supply Division. 
Filed chronologically. 


) 


3. 


Accounting Files 


Files include copies of accounting reports 
from SD components, including obligation and 
expenditure reports, imprest fund accounting, FPA 
reports, and related correspondence. Filed 
chronological ly . 


4. 


Regulations Files 


Copies of memos, drafts, working level coordina- 
tion, reports and supporting papers of the Agency 
Supply Regulatory issuances as well as internal 
directives and issuances. Filed by regulation 
number. 
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25X1 A 



Temporary. Cut off files at the end of each 
calendar year. Retain in current file area 
.two years, then destroy. NR 


Temporary. Cut off files at the end of each 
fiscal year. Official file retained under 
Schedule No. 3400.02, item 1. Retain in 
current file area as needed for ready 
reference, then destroy. Dispose no later 
than 5 years after close of fiscal year 
involved. (GRS 5, item 4) 


Temporary. Cut off files at the end of each 
fiscal year. Retain in current file area 
for administrative and reporting purposes, 
destroy when no longer needed or 2 years after 
completion of fiscal year involved. (GRS 6, 
item 6) 


Temporary. Screen files and forward official 
file documents to Schedule 3400.02, item 3, 
for retention. Other material to be destroyed 
2 years after publication or subsequent redraf:, 


NR 

i 
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DISPOSITION INSTRUCTIONS 


23X1A 


Motor Vehicle Records 


TVA Files 


Copies of approved Tables of Vehicular 
Allowance for each station, project, or other 
Agency element. Files also contain vehicles 
assigned to approved TVA's, disposal and/or 
replacement information along with justifications 
and backup papers. Filed by area division or 
other Agency breakdown. 

b. Covert Vehicle Case Files 

Files contain all information related to 
procurement, justification, ard related documenta- 
tion on official vehicles. Filed by area 

division or othe:^Agency breakdown. 

c . Vehicle Record Cards 

Form No. 794, Vehicle Status, recording data 
on all covert vehicles. Card shows make, year, 
and other pertinent information. Filed by area, 
and by Motor Vehicle number thereunder. 

Reference Material 

a. Office, Agency, and Government regulations, 
notices, handbooks, and like material used as 

a continuing reference and furnishing the guide- 
lines for establishing procedures under whiph the 
Supply Division operates. 

b. Technical manuals, catalogs, and other 
reference materials related to maintaining and 
operating and equipment and supply operation. 


Temporary. Used as working reference. 
Destroy when superseded or no longer needed, 
NR 


Temporary. Place in inactive files upon 
disposition of vdricle. Retire to Records 
Center one year after disposition. Destroy 
four years after retirement. (GRS 10, item 6) 


Temporary. Transfer to inactive files upon 
disposition of vehicle. Maintain in current 
file area two years. (GRS 10, item 1) 


Temporary. Destroy when superseded or no 
longer needed. NR 


Temporary. Destroy when superseded or no 
longer needed. NR 
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RECORDS CONTROL SCHEDULE 


CONFIDENTIAL 


SCHEDULE NO. 

3411 


OFFICE. DIVISION. BRANCH 

Office of Logistics, Supply Division, | 
Office of the Chief 



i. director of Logistics 


3 0 MAR 1972 


ITEM 

NO. 


FILES IDENTIFICATION 

(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) 


VOLUME 
jC CUBIC FT.) 


DISPOSITION INSTRUCTIONS 


1 . 


) 

25XKA 

25X1 A 


2 . 


General Correspondence Files 


a. Copies of incoming and outgoing memoranda, 
reports, schedules and procedures concerning the 
general administration of the Depot. Filed by 
subject on a calendar year basis. 


b. Copies of incoming and outgoing cable 
traffic and ACTION cables received by 
Depot. Filed numerically. 

c^^Copie^of requisitions (Form 88) initiated 
for supplies, equipment, and/or 
services; maintained for budgetary purposes. Filed) 
numerically. 

d. Copies of Reports of Inventory Adjustments 
(RIA's) maintained to equivocate overages and/or 
shortages of supplies. Filed numerically. 


Personnel Files 


Folders containing copies of memoranda, actions 
fitness reports, and other material regarding 
employees of the Depot. Filed alphabetically by 


name. 


Tanporary. Cut off at end of each calendar 
year. Retain in current file area 2 years, 
screen for policy papers or records of 
per man ent value and forward same for incor- 
poration into Schedule No. 2410, item 1, 
destroy balance. (GRS 8 Item 2 ) 

Temporary. Cut off at end of each calendar 
year. Retain in current file area 2 years, 
then destroy. 

Temporary. Cut off at end of each calendar 
year. Retain in current file area 2 years, 
then destroy. (GRS 3 Item 9) 


Temporary. Cut off at end of each calendar 
year. Retain in current file area 2 years 
from date of Inventory list; then destroy. 
(GRS 3 Item 10 ) 


Temporary. Destroy upon separation from the 
Agency. Upon intra- or inter-office transfer, 
forward to gaining office. _ * 


USE P RE V 
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4-0 DISPOSITION INSTRUCTIONS 


Personnel Information Cards 


Form OF 4P used to record employment and 
personnel actions of Depot employees. Serves as 
a position inventory for slotting purposes. Filed 
by slot number. 


Temporary. Destroy upon separation from the 
Agency. Upon intra- or inter-office transfer 
forward to gaining office. dr S / ~ C* 


Property Passes 


a. Signed copies of Custody Receipt - Property 
Pass, Form No. 1851, recording the loan issue of 

| property to an individual or authorizing removal 

' of property from an Agency building. Filed 

chronologically. 

b. Signed copies of Property Pass, OF 7, 

2 5X1 A recording the authorizatio^fo^remOT^^of 

personal property from the Filed 

chronologically. 

5. Document Control File 


Form No. 238 "Document Control Ticket" used as 
a log to record the receipt, routing, control and 
dis patch of incomi ng and outgoing correspondence 
Filed numerically. 



6. Reference Material 


Government, Agency, Office and Depot regulations 
and notices; catalogs, manuals, pamphlets etc. 
used for reference and research. 

Expediting Logs 

a. Voucher Log recording date received and 
expediting action being taken. Filed 
numerically. 


FORM NO. j OQa USE PREVI 
1 JAN 56 EDITIONS. 


Scheduling Log recording date required and 
initiating additional action if deadline not 
met. Filed by date. 


« —Approved For Release ,2001/07/12 ■ ClA-RI 


Temporary. Retain three months, then destroy. 
(GRS 11 Item 4. a) 


Temporary. Retain three months, then destroy. 
(GRS 11 Item 4- a) 


Temporary. Cut off at end of each calendar 
year; retain 1 year, then destroy. 

(GRS 12 Item 6. a) 


Temporary. Destroy when superseded or no 
longer needed. 


Temporary. Retain three months after ledger 
is filled, destroy when no longer needed. NR 


Temporary. Destroy when superseded or no 
longer needed. 
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3411.01 


CONCURRENCE 


OFFICE. DIVISION. BRANCH 



Office of Logistics, Supply Division, 
Materiel Facilities Branch 


FILES IDENTIFICATION 

(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES ) 


General Correspondence Files 

Copies of memoranda, reports, schedules and 
procedures concerning the daily administration of 
the Branch. Filed by subject on a calendar year 
basis . 

Cargo Suspense Files 

Copies of requisitions, recapitulation sheets, 
receiving documents, shipping documents and 
masters maintained as a suspense file pending 
completed action or final shipment on a voucher. 
Filed by voucher number. 

Receiving Files 

Files consist of copies of requisitions, purchase 
orders, various receiving documentation on the 
receipt of material for stock or shipment. Filed 
by voucher number. 

Voucher Registers 

Forms 1215, Voucher Register, maintained for 
cross reference purposes for receiving reports for 
Fedstrip and/or Milstrip and for Docks 1 and II. 
Filed numerically and chronologically. ' 

Receipted Credit Voucher Files 


Copies of requisitions (with signatures) on items 
furnished from stock. Filed by voucher or cargo 
number. 




25X1 A 


3 0 MAR 1972 


DISPOSITION INSTRUCTIONS 


Temporary. Cut off at end of calendar year, 
retain two years, then destroy. 

(GRS 8 - item 2) 


Temporary. Screen completed files at least 
every sixty days, destroy extraneous material, 
and forward official record documentation for 
inclusion in the official voucher file in SCB. 


Temporary. Cut off at end of fiscal year as 
completed. Retain in current file area one 
year after completion, then destroy. 

(GRS 3 - item 4. c . ) 


Temporary. Retain in current file area two 
years, destroy when no longer needed for 
administrative purposes. (GRS 8, item 5) 


Temporary. Retain current fiscal year plus 
six months level of previous fiscal year. 
Destroy balance. (GRS 3, item 9a) 
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25X1 A 


RECORDS CONTROL SCHEDULE 


OFFICE, DIVISION, BRANCH 



Office of Logistics, Supply Division, 
Freight Traffic Branch 


FILES IDENTIFICATION 

(TITLE, DESCRIPTION , ARRANGEMENT, AND INCLUSIVE DATES) 


General Correspondence Files 


Copies of memoranda, reports, schedules and 
procedures concerning the daily administration of 
the Branch. Filed by subject on a calendar year 
basis . 

Control Files 


a. Form No, 238, Document Control Ticket, used 
as a log to record the receipt, routing, control 
and dispatch of incoming and outgoing correspondence 
for the Branch. Filed numerically under 
chronological system. 

b. Form No, 1236a, Transmittal Manifest, 
documenting transmittal of shipping documents, 
bills of lading, etc. Filed chronologically. 

c. Driver Log & Dispatch Record, recording 
vehicle, name of driver, trip, date, time of 
dispatch, etc. maintained for reports and adminis- 
trative purposes. Filed chronologically. 


d. Shipment Authorizations recording method of 
shipment, date of delivery to Carrier and related 
data. Filed chronologically. 

e. Contact Clearance Cards recording individual 
and company clearances - official record maintained 
in Security Staff, Office of Logistics. Used for 
reference and renewal purposes. Filed alphabetically. 


SCHEDULE NO. 

3411.02 


T# Director of Logistics 


25X1 A 


3 0 MAR 1972 


VOLUME 
(CUBIC FT.) 


DISPOSITION INSTRUCTIONS 


Temporary. Cut off at end of calendar year, 
retain two years, then destroy. 

(GRS 9 , item 5. a. ) 


Temporary. Cut off at end of calendar year, 
retain one year thereafter, then destroy. 
(GRS 12, item 6a) 


Temporary. Keep a three month's balance on 
hand; destroy previous month. 

(GRS 12, item 1) 

Temporary. Routine administrative files 
retained long enough to serve-reference needs. 
Destroy 1 year after all entries on the 
records are cleared. (GRS 9, item 5b) 


Temporary. Incorporated into the Official 
Voucher File in Stock Control Branch File 
Room, this is upon completion of all shipping 
action. 

Temporary. Card destroyed when clearance is 
no longer effective. 


MlSIJWM 
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25X1 A RECORDS CONTROL SCHEDULE 00i 

OFFICE. 

DIVISION. BRANCH 

Office of Logistics, Supply Division, 

Stock Control Branch 

ITEM 

FILES IDENTIFICATION 

NO. 

(TITLE. DESCRIPTION. ARRANGEMENT, AND INCLUSIVE DATES) ( 

1. 

Correspondence Files 

These are routine administrative files not part 
of other case files, they include memoranda, 
dispatches, cables, reports, etc used in the day 
to day operation of the Branch. 

Filed according to Agency subject filing system. 

2. 

Document Control Files 

Form No. 238 "Document Control Ticket" used as 
a log to record the receipt, routing, control and 
dispatch of incoming and outgoing correspondence, 
cables and dispatches for the Branch. Filed 
numerically. 

3. 

Voucher Register 

Forms used as registers to record assigned 
credit and debit voucher numbers cross referenced 
to requisition numbers. Numbers assigned serve 
to control all documents concerning receipts and 
issues. Chronologically entered by number. 

4. 

Designations of Accountable Officers 


Memorandums of designation and specimen signa- 
tures of accountable officers and those authorized 
to approve requisitions. Filed by office, 
division or area. 
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Temporary, Cut off at end of calendar year; 
retain one year, then destroy. (6>S3 


Temporary. Cut off at the end of each 
calendar year. Retain one year and destroy. 
(GRS 12, item 6a) 


Temporary. Retain in current file area two 
years. Retire to Records Center, destroy 
four years after retirement. 


Temporary. Destroy upon receipt of change or 
new designation. //#->••• i 


.1 
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0180014-0 DISPOSITION INSTRUCTIONS 


Consolidated Voucher Files - (Office of Record) 

Case files documenting procurement and/or supply 
action. Files include initiating requisition, 
and related documents, i.e. purchase orders, 
specifications, bids, proposals, work sheets, 
receiving reports, inspection info, shipping 
instructions, etc. substantiating receipt, issue 
and completion of all action on the requisition. 
Filed by voucher number. 

a. Transactions of $2500 or more. 


b. Transactions of less than $2500, 


c. Files for Federal Groups 10 thru 13, 
Ordnance . 


6 . Transaction Registers 

Monthly EDP listing of receipts and issues of 
material . 


Combined Transaction Registers 

EDP Semiannual listing of receipts and issues 
of material. Used as reference and for research. 


Temporary. Retire completed files at the 
end of the fiscal year. Destroy 6 years 
after retirement. (GRS 3, item 4a) 

Temporary. Retire completed files at the 
end of the fiscal year. Destroy 3 years 
after retirement. (GRS 3, item 4b) 

Temporary. Retire to the Records Center 
6'..months after completion. No disposition 
authorized by this schedule. Review 5 years 
after retirement and obtain a decision from 
the Director of Logistics on retention beyond 
the normal 6 year period. If retention is 
not required beyond the 6 year period, records 
can then be destroyed. 


Temporary. Retain in current file area until 
receipt of semiannual consolidated summary, 
then destroy previous registers. NR 


Temporary. Retain in current file area as 
required to meet administrative needs, can 
be destroyed 2 years from date of list. NR 


mm 
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25X1 A 


RECORDS CONTROL SCHEDULE 


OFFICE. DIVISION. BRANCH 


Office of Logistics, Supply Division 
Projects Branch 


, Special 


FILES IDENTIFICATION 

(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) 


Correspondence Files 

Correspondence of a continuing nature - dele- 
gations, authorities, instructions and procedures 
either from Headquarters or internal within the 
Depot. Filed by Agency Subject File System. 

Accident Reports 

Copies of reports of vehicle accident. All 
signed statements, etc, forwarded to GSA, Region 3 

Reports 

Monthly Supply Operations Report submitted to 
Headquarters. Filed chronologically. 

Accountings 

Includes Cash Journal and copies of accountings, 
billings and correspondence relating to requisi- 
tions procured through Region 3, GSA under advance 
from Headquarters or H.S. Treasury Imprest Fund. 

Consolidated Requisition Files 


Supply Control files containing copies of 
requisitions, purchase orders, vendors invoices, 
shipping documents and other related papers 
documenting direct transactions with field 
stations. Filed by station in requisition number 
sequence . 
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EDITIONS. 



Temporary. Destroy when rescinded, superseded 
or no longer needed. (GRS 8 it©ffla 2) 


Temporary. Retain six years after close of 
case, then destroy. (GRS 10 item 5) 


Temporary. Retain one-year level and 
destroy balance. (GRS 3 item 5b) 


Temporary. Cut off at the end of each fiscal 
year. Retain two years then destroy. 

(GRS 7 item 4b) 


Temporary, Cut off at the end of each fiscal 
year, retire completed files to the Records 
Center. Destroy three years after retirement. 
(GRS 3 item 4a(2)) 








Registers 




DISPOSITION INSTRUCTIONS 


a. Shipping Purposes Only Register (non-FPA) 

Control Register for appropriate series 
of shipping Document numbers assigned by Central 
Depot. 


Temporary. Cut off at the end of each fiscal 
year. Retain one year and destroy. 


b. GSA Purchase Order Register 

Control Register for appropriate series of 
numbers assigned by GSA. 


Temporary. Cut off at the end of each fiscal 
year. Retain one year after completion of 
action, f GRSsj^ uxeml ^ - ) iSti* , 


Reference Materiel 


Regulations, pamphlets, procedures, brochures, 
technical manuals, catalogues, etc. 


Temporary. Destroy when superseded or no 
longer required. 


Transmittal Manifest Records 


Transmittal Manifests recording all outgoing 
registered mail between the Unit and field stations 
Filed chronologically. 


Temporary. Retain a one-year level. Destroy 
balance. (GRS 12 item 6a) 


TWX Records 


Copies of all incoming and outgoing cables 
between the Branch and field stations. Filed 
chronologically. 


Temporary. Cut off at yearly intervals; 
retain one year and destroy. (GRS 12 item 3) 


if] 




FORM NO. j OQa USE PREV/ 
1 JAN 56 EDITIONS. 


Approved For 


ri’Xitiii r/l iWii ITT 


0180014-0 

CONTINUATION SHEET 



Approved For Release 2001/07/12 : CIA-RDP78-07317A000100180014-0 

) 








U/'-’C-.-O 


£. < r 


Y f 


r 

\3 i ~/ C 0 . 0& Q~^ 

j f L Q 

^ -«■* it 

Saw £*j jbuz.fi . /&, 

/f-<9-" 


■y^ 


<i/i* a / I » *? 


>4, 


Approved For Release 2001/07/12 : CIA-RDP78-07317A0001J)0180014-0 


Approved For Release 2001/07/12 : CIA-RDP78-07317A000100180014-0 

) 



J ? ^ 


STATINTL 



Approved For Release 2001/07/1 


: CIA-RDP78-0731 7A0001 001 80014-0 


Approved For Relea^2OQ^07/12 : CIA-RDP78-07317A0001££18C4£A-0 


STATINTL 


CROSS REFERENCE SHEET TO OFFICE OF LOGISTICS 
RECORDS CONTROL SCHEDULE 3412 - 3412.04 



Due to transfer of functions and change in organizational structure this 
is as accurate a cross reference sheet as I can come up with. 

The following is pertinent information regarding the old and new Records 
Control Schedule for Office of Logistics, Supply Division, 



Old Schedule 3412 
item 


New Schedule 3412.00 
item 


1 

2 

4 

5 

6 
3 

7 


8 

10 

13 

12 


1 

2 

3 

4 new 

5 

Schedule 3412.01 
1 
2 

3 new 

4 

Schedule 3412.02 
1 thru 4 new 
Schedule 3412.03 

(deleted items 15 & 16 of old 1 thru 3 new 

schedule. Incorporated item 14 in 
new item 1) 


Schedule 3412.04 
1 new 
2 & 3 

4 

5 

6 new 

7 

(deleted items 9 and 11 of old 8 new 

schedule. Incorporated in new item 
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ROUTING AND RECORD SHEET 

SUBJECT: (Optional) 


□ SECRET 

- * - - - 


FROM: 

STATINTL 


Office of Logistics 
1227 Ames 


TO: (Officer designation, room number, and 
building) 


1. DD/M&S RMO 
710 Magazine 

2 . DD/M&S - ISAS - RAB 


2E 42 Hqs. 


Ji** j 


DATE 

OFFICERS 

RECEIVED 

FORWARDED 

INITIALS 





p/ J 



Pin 



l)h h » c >jj 5 a% /CLjj fiA 8 

4 . Qir /- RM0 f ”/ p, c < t rr 

1 - 2-27 -Ames 




COMMENTS (Number each comment to show from whom 
to whom. Draw a line across column after each comment.) 


Attached is a records control 
schedule for your approval. 

No cross reference sheet has been 
provided since the organization of 
the depot has changed so drasticab y 
a cross reference sheet would be 
meaningless. If you have any 
questions please call. 

Please return 2 copies of the 
approved sbhedule. 


STATINTL 





STATINTL 

2. Please send^^mHI 
a copy when approved. 


to 3 p* *ff 


1 i , ,-£*V V-' 

fj ■><: S (H-J 


F 3 °r 6io 
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OFFICE. DIVISION. BRANCH 

Office of Logistics, Supply Division, m 
Office of Director of Special Projects 

1X1 A 
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RECORDS CONTROL SCHEDULE 



ITEM 
NO . 


25X1 <fc 


FILES IDENTIFICATION 
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) 



Subject Files 


a. Files containing copies of memoranda to and 
from Headquarters, reports, studies and other 
papers relating to the administration and operation 
of the Depot. Filed by subject. 

b. Chrono Files 

Copies of all outgoing correspondence. Filed 
chronologically. 

Maintenance and Construction Contracts 


Copies of maintenance and construction contracts, 
blueprints and any pertinent correspondence 


26X1 A 


3. 


XI c 





a. Book log record of material to and from 
Headquarters . 



i! 


Temporary. Cut off each two calendar year 
period. Retain one year and destroy. 

(GRS 3 item 3) 


Temporary. Cut off at end of calendar year. 
Destroy six months thereafter. 


Temporary. Destroy one year after expiration 
or completion. 


t fc*«t t: j 


Temporary. Cut off at end of calendar year. 
Retain one year and destroy. (GRS 12 item 6a) 

Temporary. Maintain a six— month level. 
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25X1 A 


RECORDS CONTROL SCHEDULE 


OFFICE. DIVISION. BRANCH 

Office of Logistics, Supply Division, 
Office 


FILES IDENTIFICATION 

(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) 




VOLUME 0 
(CUBIC FT.) 


DISPOSITION INSTRUCTIONS 


Correspondence Files 

a. Files containing copies of incoming and out- 
going correspondence regarding security clearances, 
shipment waivers, inspections, physical security 
matters, etc. Filed by selected subject. 

b . Chrono Files 

Copies of all outgoing correspondence. Filed 
by date. 


2 . Personnel Records 

5x8 Kardex Book Record containing cards on 
Depot and support personnel, liaison contacts, and 
other individuals who have access to the area. 

Used for reference purposes. 

3 . Briefing Material 

Security briefing material, including movie films, 
used for briefing new employees and debriefing 
departing personnel. Files also contain copies of 
signed secrecy agreements and/or debriefing 
certificates for each employee. (Copies of these 
agreements and certificates are forwarded to 
Headquarters where Office of Security maintains the 
Official Record Copy.) 


Temporary. Cut off files each two-year 
period. Retain one year and destroy. 


Temporary. Cut off at end of calendar year. 
Destroy six months thereafter. 


Temporary. Destroy upon separation or when 
liaison contacts are terminated. 


Temporary. Destroy briefing material when 
superseded or no longer needed. Destroy 
copies of agreements and certificates when 
no longer needed for reference purposes. 


Security Check Sheets 

Monthly security officer check sheets and safe or 
area check sheets. Filed chronologically. COM 


Temporary. Destroy after thirty days, 
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RECORDS CONTROL SCHEDULE 


3412.02 


CONCURRENCE 


OFFICE. DIVISION. BRANCH 


Office of Logistics, Supply Division, 

Administration and Services Division 


FILES IDENTIFICATION 

(TITLE, DESCRIPTION , ARRANGEMENT, AND INCLUSIVE DATES) 


Correspondence Files 


Copies of memoranda, studies and other documents 
relating to the overall administration of funds and 
property accounting. Filed by subject. 

General Ledger Files 

Ledgers consisting of financial property accounts 
maintained to establish in summary form the status 
of accounts, operations for the month and verifying 
various reports, etc. 

Reporting Files 

Copies of reports forwarded to Headquarters 
including FPA reports, budgetary requirements, 
expenditures and obligation reports. 

Accounting Document Files 


Supporting documents used for posting to books 
of original entry and for compiling accountings and 
reports forwarded to Headquarters. See 3 above. 


25X1 A 


DISPOSITION INSTRUCTIONS 
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1 JAN 56 EDITIONS. 
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Temporary. Cut off each two calendar year 
period. Retain one year and destroy. 


Temporary. Cut off when ledger sheets are 
filled or close at end of Fiscal Year. Retain 
two years and destroy. 


Temporary. Cut off files at end of Fiscal 
Year. Retain two years and destroy. 


Temporary. Same as 3 above. 











25X1 A 


RECORDS CONTROL SCHEDULE 


3412.03 


OFFICE. DIVISION, BRANCH 

Office of Logistics, Supply Division,^ 
Surveillance Division 


25X1 A 


FILES IDENTIFICATION 

(TITLE, DESCRIPTION . ARRANGEMENT, AND INCLUSIVE DATES ) 


VOLUME 
(CUBIC FT. ) 


DISPOSITION INSTRUCTIONS 


1 . Correspondence Files 

Copies of memoranda, reports and papers to and 
from Headquarters relating to the operations of the 
Division. Filed by subject. 


Temporary. Cut off each calendar year. 
Retain two years and destroy. 


Instruction Sheets and Manuals 

Publications, specifications detailed instruc- 
tions and procedures for inspection, operation and 
use of special items. Filed by stock number. 


Temporary. Destroy when superseded, 
discontinued or no longer needed. 


Voucher Files 


Due-In Files - Debit Files 


Copy of form 88 for material due-in to the 
Depot and receiving documents related to receipt 
of such material. (Copies also maintained at 
Headquarters ) 


Temporary. Cut off at end of Fiscal Year. 
Retain one year and destroy. 


b. Credit Voucher files 


Copies of requisitions, clearance or work 
sheets, transportation control sheets, special 
handling certificates and related documents on 
receipt and issue of property. (Transactions are 
also documented at Headquarters) 


Temporary. Cut off at end of Fiscal Year. 
Retain one year and destroy. 
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OFFICE. DIVISION. BRANCH 

Office of Logistics, Supply Division. 
Operations Division 


Supply 


TEM FILES IDENTIFICATION 

VJO (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) 

1 . Correspondence Files 

a. Copies of memoranda to and from Headquarters, 
reports, studies and other papers relating to the 
administration and operation of the Division. 

b. Chrono file 

Copies of outgoing correspondence filed by 


3412.04 


Director of Logistics 


25X1 A 


DATE 

1 3 DEC 1973 


DISPOSITION INSTRUCTIONS 


Temporary. Cut off files at end of calendar 
year. Retain one year and destroy. 


Temporary. Cut off at end of calendar year. 
Destroy six months thereafter. 


2. Inventory Count Cards 

Form 1375 used for compiling annual inventory. 


3 . Stock Cards 

Cards showing location, receipt and issue of 
stock located at depot. 


4. Voucher Files 

Debit and Credit Voucher files containing copies 
of requisitions, receiving and shipping documents, 
inventory adjustments and other papers directly 
related to the receipt or issue of property. 
(Transactions are also documented at Headquarters) 


Temporary. Destroy when new card made or no 
longer needed for inventory purposes. 


Temporary. Destroy one year after completion 
of card or discontinuing item and following 
inventory. 


Temporary. Place in inactive files upon 
completion of transaction. Destroy one year 
after completion and inventory. 
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Procurement Records (Headquarters Only) 




Requisitions and other papers applying to 
procurement through Headquarters channels. 


6 . Requisition Number Cross Reference Files 

Card file used to cross reference requisition 
number to cargo number. 

7 . Cargo or Transportation Records 

Copies of inbound and outbound shipping docu- 
ments, lot or space assignments and other papers 
relating to shipment of material. Exclusive of 
issuing office Memorandum Bill of Lading File. 

8 . Reference Material 

Organization catalogues, computer listings, 
stock accounting change letters and various 
other reference materials. 


Temporary. Destroy one year after the current 
year. 


Temporary. Destroy when no longer needed for 
reference purposes. 


Temporary. Destroy three months after 
completion of shipment. 


Temporary. Destroy upon receipt of new or 
revised edition or when no longer needed. 
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28 July 1975 


MEMORANDUM FOR 


Chief, Records Administration Branch 


ATTENTION 

THROUGH 



DD/A RMO 


STATINTL 


SUBJECT 


Office of Logistics Records Control Schedule 

3406 STATINTL 


1, Effective upon appro val of the attached 
items listed on Schedule 3413 


schedule, aU w|NTL 
are rescinded . 


2. Records previously maintained under Schedule 3413 have 
either been destroyed, returned to Headquarters, or are curr^i^j^_^_|_^ 


ati 



Office of Logistics 
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RECORDS CONTROL SCHEDULE 


CLASS I F ICAT I ON 


OFFICE, DIVISION, BRANCH 


OLD SCHEDULE NOIS ) . 

3406 and 3413 


Office of Logistics, 


ISTATINT 


TYPE CONCURRENCE OFFICER'S NAM0 


DATE ( S ) OF OLD SCHEDULE(S) 

Mar 70 an 


(REVISED SCHEDULE NO. 

3406 


.Executive.. Officer. Office of 


CONC 


OLD SCHEDULE 
AND ITEM NO (S ) , 


3406 
Item 1 
3413 
Item lb 

STATINTL 

STATINTL 

STATINTL 


3406 
Item 2 


I TEM 
NO. 


FILES IDENTIFICATION 

(TITLE, DESCRIPTION, ARRANGEMENT , AND INCLUSIVE DATES) 



DATE OF CONCURRENCE 

2 8 JUL 1975 


NIL 


Subject Files 


Files documenting the activiti es of the£^[ 

| in carrying 

out assigned functions and in the administra- 
tion of personnel and affairs of Files 

consist of correspondence, memos, letters, 
reports, directives, etc. sent to and received 
from Headquarters. Filed alphabetically. 


(CU. FT.) 


Personnel Files 


a. Personnel Folders 


Files contain^ copies of personnel actions, 
evaluations, recommendations for promotions, 
letters of transfer, locator information, and 
other material related to assignment and per- 
formance during tour at this facility. Filed 
alphabetically by surname. (These files are 
third generation duplicates of those maintaine 
at Headquarters . ) 


b. Individual Travel Folders 


Files are maintained for each negotiator and 
security officer. File contains records per- 
taining to reimbursement, i„e„, copies of 
travel orders, per diem vouchers, transporta- 
tion requests., etc. relating to official 
travel. Filed in alphabetical order by sur- 
name. (These files are used for reference 

purposes, official records maintained at Head 
quarters) . 


FORM I OQ 0 E 
8-74 ‘ ** “ 


DISPOSITION INSTRUCTIONS 


Temporary. Cut off at the end of each 
fiscal year; retain in current file 
area 2 years, then destroy. (GRS 3 - 
Item 3.) 


Temporary. Destroy upon rotation or 
resignation . 


Temporary. Destroy when no longer 
needed for reference purposes. 
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VOLUME 


* OLD SCHEDULE 
AND 1 TEM NO(S ) . 


3406 
Item 3 


STATINTL 


NEW 
ITEM 
NO . 


3. 
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° ' 4 EDITIONS 


CLASS IF ICAT i ON 


FILES IDENTIFICATION 


Contract Files 

a. Active Contracts 

Case files documenting all phases of the 
contractual processing in the procurement of 
equipment, supplies, research and services by 
formal Contract. The files include copies of 
requisitions, specifications, invitations to 
bid, proposals, tabulations of bids, certifi- 
cates of award, contracts and correspondence 
relating to Government property. Filed in 
alphabetical order by Contractor/Contract 
Number. 

b . XG Contracts 

SC-0 co ntracts negotiated and written by 
^.n accommodation for Headquarters, 
not administer or settle (except forj 
. Filed in alphabetical order by 
Contractor/Contract Number. 

c. Purchase Order Contracts 

Firm Fixed Price Contract - less than 
$10,000. Contains request, contract, receiving 
reports, shipping documents, etc. Filed in 
alphabetical order by Contractor/Purchase 
Order Number. 

d . Contract Settlement File 

Contains the same information as a. above. 
Files are awaiting final documentation per- 
taining to patents, property, final audit and 
final release. Filed in alphabetical order by 
Contractor/ Contract Number. 



DISPOSITION INSTRUCTIONS 


Temporary. Contract jackets stay in 
this file until they are ready for 
settlement. Upon receipt of final 
inspection report the file is trans- 
ferred to settlement files, (See d. 
below) . 


Temporary. Files are maintained un- 
til notification by Headquarters of 
settlement, then destroyed. (GRS3- 
Item 4.c . ) 


Temporary. Close file upon final 
receiving report, retire to Records 
Center, Destroy 6 years after re- 
tirement. (GRS 3 - Item 4„a.(l). 


Temporary, After notification from 
Office of Finance that final payment 
has been made, file is retired to 
Records Center, Destroy 6 years afteij 
retirement. (GRS 3 - Item 4,a.(l). 


A p R 6 1 2 : CIA-RBP7ff-tf73'f7A0001 001 8001 4-0 

CONTINUATION SHEET 




3406 
Item 5 


Statistical Cards 


5x8 cards, used to compile monthly re- 
ports. Each year filed separately in numerical 
order by request number. 


Temporary. Retain current Fiscal Year 
and two previous Fiscal Years for 
reference. 


3406 
Item 6 


Contract Proposal File 

Courtesy copies of solicited and unsolicited 
proposals submitted by Contractors. Filed in 
alphabetical order by Contractor. j 


Temporary. Incorporate one copy of 
accepted and/or rejected proposals 
in contract file before retirement. 


3406 
Item 7 


Contract Record Cafds 

a. 5x8 cards - Contain information in 
briefj describing contract, amendments, and 
task orders written under a particular Con- 
tract Number. Filed in alphabetical order by 
Contractor/Contract Number. 

b. 5x8 cards - Historical Cardineer File 
Cards are kept in lieu of Contract jackets 
for files sent to Records Center. Used for 
reference purposes. Filed in alphabetical 
order by Contractor/Contract Number. 


Temporary. Cards are pulled from this 
file upon retirement of completed 
contract. Cards are filed in Histor- 
ical Cardineer File, b. below. 


Temporary. Cards are kept on an 
indefinite basis. Destroy when no 
longer needed for reference. 


FORM | 39a 


OBSOLETE 

PREVIOUS 

EDITIONS 
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AND ITEM N 0 { S ) . 


FILES IDENTIFICATION 


CLASS I F 1 CAT I ON 


DISPOSITION INSTRUCTIONS 


3406 

Item 9.c, 


3406 

Item 9 .b . 


c. Contract Settlement Cards 

5x8 cards used for monthly statistical 
report „ Filed in alphabetical order by Con- 
tractor/Contract Number. 

d. Machine Listings on the Contract Infor- 
mation System. (CONIF) 


Temporary. Destroy when superseded or 
no longer needed . 


Temporary. Upon receipt of new listing 
destroy outdated one. 


A 3406 

g Item 8.a~£ 

STATINTL 


i. j Audit Files (OF Files in 


a. Proposal Work Paper File 


Verification of audit of proposals. Filed 
in Case Number order. 


Temporary. Retain 2 years, then 
destroy. 


b. Invoice Folders 


Claims submitted by Contractors on their own 
forms or on the 1040 form. Filed in alpha- 
betical order by Contractor. 


Temporary. Retain until contract is 
closed, then destroy. 


c. Rate File - Overhead Files (used by 
Contracting personnel also) 


Contractor 1 s overhead and labor rate pro- 
jections and financial information. Filed in 
alphabetical order by Contractor. 


Temporary. Screen and destroy as file 
becomes outdated . 


d. Work Paper File 


Verification of prior audits. Filed in alpha- 
betical order by Contractor/Case Number. 


Temporary. Retain until contract is 
terminated and/or closed., Retired 
with contract files. 


e. Contract Abstract Summary sheet 


Contract resume information. Filed in alpha- 
betical order by Contractor 


Temporary. Retain until contract 
closed, then destroy. 


8 f ?™ 139a p» 


OBSOLETE 

PREVIOUS 

EDITIONS 
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fc * OLD SCHEDULE 
AND I TEM NO {S ) . 


FILES IDENTIFICATION 


CLASS I F I CAT I ON 


DISPOSITION INSTRUCTIONS 


3406 

Item 9.a. 

STATINTL 


3406 
Item 10 
3413 
Item 9 

STATINTL 


3406 
Item 11 

STATINTL 


STATINTL 

STATINTL 


9 . Miscellaneous 

Hggggis holding material for Contractors 
who do not have appropriate security arrange- 
ments on their premises. 


10. Security 


a. 3x5 cards - Clearance information on 
individuals who work for the variou s Contractors 
and liaison contacts that the^^^l has business 
with. Filed alphabetically. 

b. Security information concerning the 
Contractor's plant; such as, secure mailing 
address, level of the Contractor's clearance, 
description of safes, alarms, vaults, etc. 

Filed in alphabetical order by Contractor. 

Pr oper ty Records 

I 

a. Annual Property Inventory Reports (FY 

basis) covering h olding s /disposition of all 
GFE maintained by Contractors . 

b. Annual Property Contractor Responses - 
negative /positive. 


c. Current contractor approved property 
procedures . 


d„ property records, covering all 

government property located at Report 

submitted annually. 


Temporary. These are kept until the 
Contractor has appropriate fac iliti es, 
destroys the material or gives thi 

authority to destroy 


Temporary. Card is maintained on an 
individual as long as the clearance is 
effective. Card destroyed upon 
termination of clearances. 

Temporary. Information is maintained 
until there are no further dealings 
with a particular contractor, then 
destroyed . 


Temporary. Retain 2 years and 
destroy. 


Temporary. Maintain 1 Fiscal Year. 
Responses of prior FY are destroyed 
after receipt of current FY responses. 

Temporary. Destroy when dealings are 
terminated with contractor. One copy 
of approval letters sent to various 
contractors retained for reference 
purposes . 

Temporary. Destroy when no longer 
needed for reference. 
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#• OLD SCHEDULE 
- ND ITEM N 0 ( S ) , 


new Approved For Release 2001/07/12 

ITEM ! FILES IDENTIFICATION 


TClA 


RBR76^O7347A0OO1 00180014-0 

VOLUME 


DISPOSITION INSTRUCTIONS 


3413 
Item 3 


3413 
Item 19 


STATINTL 


3413 

Item 8»c. 

STATINTL 


STATINTL 


12 , 


13, 


14. 


e. Contractor Property Cards - used to clos^ 
out Government Property held by the Contractor 
Filed alphabetically by contract/contractor. 

Mail Records 

a. Book Form 3877, application for Regis- 
tered Mail, signed by Post Office for material 
sent to Headquarters and Contractors. 

b„ Postal Service Form 3.811, Return Receipt 
for Registered Mail. 


Cryptographic Records 

a. Procedures and regulations pertaining 
to the operation of the signal communications 
center. 

b. record copies of all incoming and 
outgoing messages between that office, head- 
quarters and field stations. Fildd chrono- 
logically. 

c. Log of all incoming and outgoing mes- 
sages processed through the communications 
facility. 

[ installation Accounting 

File contains documentation for all financial 
transactions made from an Imprest Fund. Period 
ically (approx, each month) all receipts. 

Form 2773a, Cash Count Schedule, etc. are 
forwarded to Office of Finance as an accounting 
for monies spent. One copy of the Monthly 
Financial Report is retained by Filed 

by date. 


Temporary. Cards destroyed after 
Annual Property Inventory Report has 
been submitted. 


Temporary. Retain one year, then 
destroy. (GRS 12 Item 5.d„) 


Temporary. Retain one year, then 
destroy. (GRS 12 Item 5.e.) 


Temporary. Destroy when superseded 
or no longer needed. 


Temporary. Cut off at end of each 
Fiscal Year. Retain 2 years, then 
destroy. (GRS 12 Item 3c(l). 


Temporary. Same as 13b. above, 


Temporary. Original and 1 copy sent 
to Off^e of Finance. Copy retained 
by f° r reference, may be destroyecj 

after Agency auid x I NTL 


FORM 

8-74 


I/S/-J OBSOLETE 
I O PREVIOUS 
EDITIONS 


CLASS IF ICAT I ON 


RECORDS CONTROL SCHEDULE 
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